Email Template to ask for Help from Professor

Subject Line: (Course Title and Section)

Dear Dr.

/Professor


, 
I hope your day is going well.  I am reaching out to ask for your help.
1. State your name, classification, major, course title and section.
2. State the issue (the thing you want help with).
3. Describe the steps you have taken to address the problem (e.g., what help you have already received; parts of the problem you have already solved).
4. Make your request for help or assistance. 
5. Request a response and list options if appropriate.
6. Thank him/her for considering your request.
Sincerely,

(Student Name and ID#)
Subject Line: Psychology 213, Section 003

Dear Dr. Hendrickson,

I hope your day is going well. I am reaching out to ask for your help.  
My name is Susanne Diggs and I am a sophomore Psychology major in your Sensory and Perception class on Tuesdays and Thursdays at 1:00pm (1). My internet connection is very unstable, and I have missed parts of several lectures because I either cannot connect when class starts, or my connection drops during class (2). I have found a place to go for class that has a stable internet connection and reached out to several of my classmates and gotten the notes (3).  

I am reaching out to you because I just found out that I missed the quiz at the beginning of class last Thursday and want to know if there is a way to make up that assignment (4).  Please let me know what options are available for me to make up this assignment, or what I need to make sure I do to maintain the best grade I can in your class (5).
I appreciate any guidance you can provide and look forward to your response (6).
Sincerely,

Susanne Diggs
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